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Yhe Worlds Ch ampton Tepists 


Fr YTASHE Underwood Standard Iypewriter scored its 
seventeenth consecutive victory in the Seventeenth 
World's Championship Typewriter Contest for the 

Thousand Dollar Trophy, at the National Business Show, 

Grand Central Palace, New York, October 23, 1922 


George L. Hossfeld is again the World's Champion Typist, 


{ COP Y ofthe Official establishing a new World's record of 144 net words a minute 
Q, € te 


Records and the for one hour 
story, “Brer Coon at al,” : ; 
by J. N. Kéiembail George W. Gaskill becomes the World's Amateur Cham- 
from which the cham pion, with a record of 137 net words a minute for thirty 
pions wrole in estad . . . " 
minutes, ten words a minute faster than the previous year's 


lishing their records 


will be sent free upon amateur record 


request 


Ida Hilcoff, after only one year’s training on the type- 
writer, is the World's Novice Champion, with a _ record 
of 109 net words a minute for fifteen minutes 












In 1906 the perpetual Trophy typifying 
the World's Typewriter Championship, was 
purchased by a group of office appliance manu 
facturers and was placed in annual competition 
under the auspices of the New York Business 
Show It was won and has been held since 
its inception, by the Underwood 


UNDERWOOD TYPEWRITER CO.., Inc. 
30 Vesey Street New York City 
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The Modern Secretary as the 
Business Man’s Desk Manager 


By Benjamin Bills 


Director of Sales, American Bond & Mortgage Company, Chicago 
Author of “Impromptu Talk Plans" 


FEW months ago | asked the young 
A lady who was assisting me, to get a 

trust deed from the files of the presi- 
lent of the company for exhibiting to one 
of our prospective 
bank clients. 

There was an inex- 
orable rule in force 
in the company to 
the effect that such 
original trust deeds 
never were to be re- 
moved from the files. 
[ knew of the rule 
when I made the re- 
quest. But there was 
good reason for break- 
ing the rule—a reason 
which, if cogently 
presented to the 
president's secretary 
or to the president 
himself, would have 
been sure to prevail. 

The young lady 
came back without 
the trust deed. 

An assistant was 
lispatched with no 
idditional instruc- 
tions. He came back 
with the trust deed 

What was the 
difference? Gray matter and its use! 

The capacity faithfully but at the same time 
intelligently to accomplish the purposes, 
hither and thither, upon which a would-be 
secretary is sent, is the capacity which dis- 
tinguishes secretarial from stenographic work. 


Benjamin Bills 


The stenographer stops at a rule The 
secretary analyzes the real reason for the 
rule. And if, in a given place, the reason does 
not apply, then he or she succeeds in bring- 
ing about the re- 
laxation of the rule 
itself 

This means that 
mere faithful tran- 
scribing of notes, 
mere industrious 
filing of carbons, 
the mere mouth- 
piecing of errands, 
comprise but the 
three “R's” of sec- 
retarial work, and, 
indeed, the three 
“R's” with minus 
signs, with little or 
no offsetting plus 
equivalents 

Rather the would- 
be secretary must 
be business mana- 
ger of his or her 
chief's desk, and 
when, for the effec- 
tive carrying on of 
its business, the rules 
of the office or the 
company must be 
broken, then the sec- 
retary must have the ingenuity and the 
plausibility to effect their complete breaking 

Another secretarial qualification in the 
management of a business man’s desk, in 
addition to being able to think and to reason 
about the desk work, lies in the ability to 
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organize successfully that work. 1 still 
remember one secretary I had who, every 
morning before | arrived, had listed and lying 
on my desk what she thought to be the duties 
of the day, each arranged in the order of 
importance, and the data on each which had 
accumulated in the respective files; in addi- 
tion, ‘phone calls in one corner of the blotter 
pad, office action in another corner, dictation 
in another corner, ‘‘personal” in still a fourth 
corner. Here was really the beginning of the 
Work Organizer idea, and it is a Work Organ- 
izer with a brain that a secretary should be 
expected to exercise. 

For instance—working arrangements with 
my present secretary involve an understand- 
ing that she is to see that I do certain work 
during the day which she knows ought to 
be done, regardless of how engrossed I may 
be in conference or consultation. With 
deference but with firmness she gets the 
matter before me for action. Thus the work 
of the desk goes on because of her business 
organization of it and follow-through on it. 

Quality number three in desk business 
management: Every business man eagerly 
awaits the progress of his 
assistant to that stage of 


room to invite a man in at a time when it was 
very difficult for me to see him but whom, a: 
a matter of courtesy, I thought I should inter 
view. The lobby girl merely said that he had 
come in three times and thought I ought ¢: 
see him. The secretary learned what h: 
wanted, gave the answer she knew I wou! 

give him, and he went on his way satisfie: 

and the work of my desk went on uninter 
rupted. It is this kind of fifteen minute: 
savings that permits, many times, thre 
days’ work in one, and with less effort. 

Even on the “R”’ of dictation, the secretary) 
who interrupts in the midst of a sentence t: 
interpolate the correction of a figure or t 
ask the spelling of a proper name, cuts dow: 
the efficiency of the desk to a very alarming 
percentage. If it were only realized that 
train of thought once started, then inter 
rupted, is frequently wholly wrecked as 
consequence of the interruption, there wou! 
be less disastrous throwing of the switches 
by questions which could be delayed until 
“period” or a “paragraph” had been reached 

Still another negative admonition is not 
to discuss a settled issue. One of the sales 

managers in my Compan) 
has a secretary who, aft 





development at which he 
can give her or him the idea 
in three words and then 
have it expressed in three 
paragraphs as well or better 
than he would express it 


1923 


a decision has been reached 
insists on affirming th: 
settled advisability of th: 
decision, reiterating an 
re-explaining its nature 

all of which is still tread 
mill work and worries t! 


This means multiplica- : 
tion of a business man’s May it be the manager and does no! 
effectiveness in tremendous Healthiest — qualify the secretar) 
measure. It requires a care- ; “Think a lot and spea} 
ful study by the assistant Happiest— but little” and “hea: 
of the diction used, the di- Most everything and tell noth 
rectness or bluntness em- ing’ are good secretaria 
ployed, the desire for abso- Successful mottoes to hang high an 
lute commitment or for Year groove deep in the secr: 


weazle words which can be 
used for backing out of 
a wrong hole—it demands, 
in short, a better under- 
standing of the way the 
mind of the chief worksthan 





wennennen ss oueeeeneeneseenenens 


you have known! 


tarial consciousness « 
effective desk managemen' 

It hardly seems necessar) 
to add injunction agains‘ 
the stenographic ten 
dencies of gum-chewing 








has he himself, so far as he 

ever has consciously given 

attention to it. It requires, of necessity, a capac- 
ity for expression—much more capacity than 
merely how to transcribe, how to type, and 
how to file. 

A fourth essential in the effective secre- 
tarial business management of the desk lies 
in making and handling the interviews 
affecting the desk. A secretary must learn 
to become selfish of the time her employer 
spends and the way in which he spends it. 
Only to-day my secretary, who knew the kind 
of reply I was making to sales applicants, 
herself, without so being instructed, left the 


nose-powdering, gossip- 
ing, or allowing one’s sel! 
to be “kidded” by either the chief or 
the chief's associates or assistants 
A secretary need not be “superior,”” yet sh: 
can be dignified, holding up her own 
dignity and that of her own office wit! 
the consequent respect of both her em- 
ployer and of his or her fellow 
workmen. 

John B. Goff has delivered hundreds of! 
times a very remarkable lecture which he 
calls ‘“‘Wanted—a Man.” The fervent 
prayer of every business man whose desk is 
too active—and what (Continued on page 211) 
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Opportunity is Plentiful in America 
From “Succeeding with What You Have 
By Charles M. Schwab 


(Copyright, 1917, by the Century Company 
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Our Annual Roll of Honor 


(Continued from the December issue) 





ORE 100% subscription clubs are listed 
here this month, but the reports are 
still far ahead of our listing. 
More power to your clubbing for 1923! 


CALIFORNIA 
Oliver G. Wolcott, Alhambra Union High School, Martinez 
R. B. Jacka, Union High School, Hanford 
Sister Cornelia, Moreland Notre Dame Academy, Watson- 
ville 
Willah Alspaugh, Winters Joint Union High School, 


Winters 
Mrs. Emma M. Taylor, Tamalpais High School, Sausalito 


COLORADO 


Ruth Christopher, Windsor High School, Windsor 
J. L. Elicker, Alamosa High School, Alamosa 

Avis Petit, Colorado Women's College, Denver 
Bernice Fry, Durango High School, Durango 


CONNECTICUT 
Irene V. Howard, Milford High School, Milford 
Sister Superior, All Hallows’ School, Moosup 
DELAWARE 


Sister Mary Verona, St. Ann's Convent, Wilmington 
(Continued on page 186) 
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Speed Practice Without a Dictator 


By Robert W. F. Potter, Liverpool, England 


ANY writers of short- 
hand are eager to 
- reach a high speed, 
but not having special facil- 
ities for training, or even 
egular dictation, are com- 
pelled to work out their own 
alvation by practicing during 
moments at the office 
ind at home. It is for their 
enefit that I have written this article 

I have found the following supplementary 
peed “‘helps’’ of great assistance when I have 
ven unable to obtain the services of a dic 
itor. I am of the opinion that if the practice 
if auto-dictation is carried out systematically 
ind regularly a high speed in shorthand can 
reached with ten minutes or even less ac- 
tual dictation daily from a reader. 

My plan is to devote a few minutes during 
he day and a definite period each evening to 
this practice of auto-dictation. I pfocure an 
id book, magazing, newspaper, pamphlet, or 
iny other publication, and above the printed 
words I write the corresponding shorthand 
outlines at a rate within my writing speed. 
| use a fountain pen or pencil for tracing on 
ld books and newspapers, but use an agate 
style when practicing in a book which may be 
i! value to me later on. I do not remain long 
m one class of matter, but devote about ten 
political speeches and then 
subjects as botany and 
classics, books 
economy, 


from 


spare 


inutes to 
switch" to 
svi hology, 


such 
also to novels, 


n history, geography, political 
ripture, et« 
Such a variety of matter familiarizes the 
writer with the terms peculiar to particular 
anches of study, widens his general know!l- 
lige, and he thus acquires a remarkably 
rge writing vocabulary. 
I have taken old copies of such books as 
‘he Expert Shorthand Speed Course,” 
The White Company” and “Micah Clarke”’ 
y Sir A. Conan Doyle), and traced the short- 
ind outlines above the printed words from 
eginning toend. I have done this with chap- 
rs from the works of Ruskin, Carlyle, and 
ickens, guide books to holiday resorts, and 
eatises on efficiency methods and labor- 
iving appliances. Many short biographies 
great men, also the leading articles and 
onthly chats in the theory, credentials, and 
porter’s departments of the Gregg Writer, 
ive fallen victims to my habit of auto- 
ctation. This mode of practice may be 
erformed either silently or aloud, but the 
est results are secured through the latter 
rocess. I do not read the notes thus taken, 


In this article a British 
shorthand expert explains 
how he solved some of his 
problems we do not have 
in vocabulary building 
and speed development. 

We shall be glad to hear 
other readers about 
their methods.—Editor. 


because I never allow myself 
to lose hand-control, and I do 
not attempt to write at a high- 
er speed than is compatible 
with the fluent execution of 
the word-forms. 

When I find it impracti 
cable or impossible to perform 
this kind of practice, 
instance, on atrain or other con 
veyance, | make a point of reading as rapidly 
as possible from plates in the Gregg Writer or 
the other shorthand Often a 
half-hour spent in traveling to and from the 
office utilized to advantage in this 
manner 

If your eves are strained, then instead ol 


as, tor 


publications 


can be 


reading or gazing vacantly out of the car 
window you can visualize in shorthand out 
line the words you see on posters, signs, 
advertisements, or shop windows 

If you are reading a newspaper or a maga 
zine you can mentally trace the stenograph 
characters for the words you see before you 
This habit of visualizing will give you facility 
when you come to write these words, because 
familiarity with word-forms is the basis of speed 

To my mind, shorthand visualization is as 
memory training course, for it 
to focus attention on any 
utilizes time that 


reverie or mind 


good as any 
teaches the brain 
desired object. It 
might otherwise be lost in 
wandering. 

When you are in church or lecture hall you 
can mentally follow the speaker in shorthand 
and if he speaks rapidly you will find it exhil 
arating to keep pace with his utterance 

If you take an interest in botany or nature 
study you can visualize in shorthand the 
names of plants, trees, and flowers. When 
viewing a landscape the impressions made 
upon you by the splendor and beauty of the 
panorama will furnish you with material for 
descriptive passages, the shorthand equiva 
lents of which may be visualized. This exer 
cise of mental description is recommended 
by many memory-training experts because it 
teaches the observation and 
concentration 

If you want to remember a name, transfer it 
first to your shorthand vocabulary and asso- 
ciate it with some other fact or “‘link,’’ and 
ten to one it will be available when it is 
called for. 

The opportunities for visualization are inex- 
haustible, and those who practice it will, at the 
Same time, cultivate a “‘steel-trap’’ memory, 
an extraordinary degree of concentration, and 
a perfect control over their mental faculties 


thus 


importance ol 
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Anne Lee—Peacemaker 


By Helen Moriarty 


Continued from the December issue 
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(To be continued next month) 
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Our Annual Roll of Honor 


(Continued from page 180) 


Helen Albright, Blandinsville High Schoo! 


Blandinsville 


Zeta Merris 


Bluffs Community High School, Bluffs 





Mayme Chapman, Moore Township High School, Farmer 
City 

Eveline Firth, Community High School, Gillespie 

Marie D. Peters, Normal High School, Normal 


INDIANA 


Helen D. Sebring, Greenfield High School, Greenfield 
Helen McEncroe, West Hammond High School. Hammond 


Marion Short, Hartford City High School, Hartford 
Grace E. Steger, Whiting High School, Whiting 
IOWA 
Sarah Rekers, Churdan High School, Churdan 
Edna VerPloeg. Mount Pleasant High School, Mou 
Pleasant 


HAWAII 
Mrs. Elmer S. Hortzel, Punahou School, Oahu Colles 
Honolulu Continued on page 191) 
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The Principles’ 


Conducted by W. W. Lewis 


Head of Theory Department, Gregg Schoo! 
6 North Michigan Avenue, Chicago 


Vocabulary 


YROM our own experience, we can truth- 
fully say that there is no principle of 
the textbook which is so universally 

ghted as the short vocabulary of Lesson 

wenty. In spite of the fact that this list 
tains some of the most common words in 
language, it is often passed over too 
tily. To prove it, pick up any piece of 
nted matter and check off the words con 
ned in this vocabulary. 

The advice given to you with regard to 
orizing wordsigns applies also to the 
ibulary words. Take the list in sections 

you learn only one page a day, and master 

so the knowledge sticks, you are doing well; 
it takes four days, then a day for review 

1 school week for the complete list. This 

course, should be done in connection with 

ler assignments, 

Practice the supplementary exercises and 

repare original involving these 
ibulary words. It is really sport 
see how many of these words you can work 
to one sentence. Take the words in the 
st column and see how few other words 
require in making sentences containing 
the words in this column. Then proceed 
the second, and so on through the entire 
ibulary. You will be surprised how 
roughly this process will impress the short 

d forms on your mind. 


AN EXPEDIENT IN VOCABULARY 
STUDY 


Che vocabulary chart on page 189 will prove 
teresting. You should study it according 
the suggestions given for the wordsign 
irt in the October number. Read the 
lumns down, up, from left to right, from 
ght to left, and diagonally. Have some 
ne time you and see how qpickly you can 
ead the entire chart. Have different words 
ronounced to you and see how quickly you 
an locate them. This trains the mind to 
oresee what the eye is to behold. Quickness 
n locating words after this manner is not a 
game of chance, but it is alertness in mental 
erception. If you only half know what you 
ire looking for, your eye will pass over the 


sentences 
great 


outline time and without being 


attracted to it 
that it will attract the eye ; 


time again 


Know the outline so well 
iS a magnet draws 


steel filings. 


REVIEW 


You have now completed the Manual and 
a good thorough review 


ind, 


you are ready for 
Start with the first 
of any other assignment, write one line of each 
character from & to withdreu rhe following 
list of words will enable you to test 
knowledge of the application of principles 
This list covers practically every principle 
of the text, and, while they are new words 
vou should encounter little difficulty in writ 


lesson independent 


your 


ing them correctly 


Words and Phrases for Review 


Massive, ich, divergency, adornment, Loyola 


illegal, elegant, desirable, favorabl oveabk 
Fairville, Blackford, Phillipsburg, Grand Junctior 
ton, City of State { Im ' 
Minn., bondholder, told us. | 

Fourth Ave., dry goods departmer © wish t 
you for this order, on account of the and tir 
second-class matter, please let us kr to the 
time, I had been sure, in view of the fact. of « 
will, by next mail, I beg to acknowled rex 


ler * are very eorr 


Lewistowr 


esteemed letter, esteemed or 
remittance, as great as possible, few moments ag 
weeks since, delivering the, biologist. topography, diagrat 
characteristically 
tribulation 
assessorship, intensificatior 
tempermental Worthingto: 
breathlessly, gracefulness 
inefficient, inefficiency 
injured, resultant exquisitely, superimpose, re 
empire, inquiring, interposition, indisputable 
amputation, assortment, defieCtion, proscription, trar 
scribe, adaptable, crumple, it is understood, extra c! 
untransmitted 
suspiciously, shipbuilder, self-government 
postpaid, overpower, underhand, multigraph 
hydroplane, reclamation, declarative, included, antipodes 
agrarian, obstructive, abstracted, extractor, patriotism 
uninte ligible, unrestricted, ostracized, petrolin, nutritious 
nitroglycerine, metrica!, matron, lateralize, literally, center 
piece, ultramundane, alternate, redistricted, detraction 
restraining, retrogression. instructively. entertainer, coun 
termarch, construed, noncommittal subju- 
gate, suburban, subacrid forever, oxidation 
exchequer, encounter, competence, impale, allepice. ulcer 
ous, armature, advent cigar. delusion, frontage 
perpetuate, miscount abeyance, benumb. one 
of these, I wish to say book after book 


Vanity cavit 
bronchitis, su 


athletics 
barbarity 
widowhood 


pendantic 
fertility, 
gical, wayward 
amusingly. tractability 
Millingham, program 
worth, presumptior 


velocity, 


Farns 
exposure 
herself 


que sted 


aree 


self-destruction, transmission, shortage 
paraphernalia 


Magnetk 


subnormal 
foreign 


abound 
dispense 
hour by hour 
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Vocabulary Drills 
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from line to line, details of the work, we want to know, 
sive him, we hope to see, there was not, there wasn't, 
I don't feel, we do not regard, we have not been able, to 
obey, to replace, to learn, to balance, to send, to serve 
to consider, $8, 800, 8,000, 8,000,000, 8 Ib., 8 bbl., 8 bu., 
8 ft., 8 francs, 8 o'clock, $800, $8,000, $800,000, $8,000,000, 
8,000 Ib., 800 bu., 800 ft., 8 cwt., a thousand pounds 
several million, several gallons, $8.25, 8%, 8% per annum, 
8 c, miraculous, trigonometry, outlaw, aftercrop, charger, 
outer, answered, feared, anyway, businesslike, answers, 
acquaintances, retail, warp, stern, thirdly, borders, chur!- 
ish, appurtenances, charmers, cardiac, Churchill, startled, 
validity, lenient, defences, memorization, stringent, pouch, 
rescue, bile, piano, trachea, poet, mohair, coyote, satchel, 
assay, Nathan, lathe, ooze, sting, prank, strappings, swell, 
sweeten, console, thorax, lagoon, woolly. curried, porch, 
shelf, Faber, Alleghany. yell, Yarus, formally. 


A similar list of review words was given 
last year in our February issue. If you are 
interested in securing additional review on 


(Continued on page 191 
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the entire Manual, order that numbe 


Copies are still available. 

Don’t think that after this review you al 
through with theory—that further stud 
of the fundamentals is an unnecessary was! 
of time at your stage of development! | 
perienced writers bear witness to the contrary) 
and here's a case in point—part of a Christ ma 
message from Mr. L. S. Tobin, aboard th 
U. S. S. Denebola at Constantinople o 
December 5: ‘Certainly appreciate ‘Th 
Principles.’ The Analogical Abbreviations 
in the August number have helped me mor: 
than anything I have read since I left you 
guiding hand at Providence, in 1917." The 
will help you, too. 
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An Expedient in Vocabulary Study 


[For methods of u ¢ page 18 
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Supplementary Lesson Drills—III 
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[The Arsi plate of this series appeared in the November iseue. Copies are still available 
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Vocabulary Drills 


(Continued from page 188) 


OOo 


Our Annual Roll of Honor 


(Continued from page 186) 


KANSAS MARYLAND 
L. Gantz, Anthony High School, Anthony Phyllis M. Christine, Bel Air High School, Bel Air 
lelen Fern Haynes, Senior High School, Pittsburg 
ster Altonis, B. V. M., Mount Carmel Academy, Wichita MICHIGAN 
Sister M. Ursula, Girls’ Catholic Central High School, 
KENTUCKY Grand Rapids 
elesta M. See, Ashland High School, Ashland Iva M. Davidson, Holland High School, Holland 
Mrs. Elizabeth R. Timberlake, High School, Marquette 
MAINE Betty Bruhn, Sault Ste. Marie High School, Sault Ste 


ister Mary Mercy, Orono Catholic High School, Orono Marie 
MINNESOTA 


MASSACHUSETTS Amanda J. Hanson, Grand Rapids High School, Grand 


G. E. LeMaitre, High Schoo!, Ware Rapids 
M. Gladys Browning, Lawrence High School, Falmouth Agnes Steaglebeauer, Cambridge High Schoo!, Cambridge 
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Verna Durkee, North St. Pau! High School, North St. Pau! OHIO 
Esther M. Thompson, Luverne High School, Luverne 


Mildred H. Thelin, Ortonville High School, Ortonville W. L. Ohmert, High School of Commerce, Columbus 


Emily Roe, Bryan High School, Bryar 


MISSISSIPPI T. E. Bradley, Conneaut High School, Conneaut 
Marie E. Miller, Kenmore High School, Kenmore 


St. Mary's of the Pines. Chatawa Lucile Friedrich, Salem High School. Salen 
NEW YORK OREGON 
Sister Marie Frances, Mary Immaculate Academy. Bufialo Mabel C. Frak Crook County High School, Prineville 


Bertha S. Bivins, High School, Lackawanna t 
Clara P. Barros, Scotia High School, Scotia PENNSYLVANIA 


1 


Frances Callahan, Troy High School, Troy Sister M. Claire, St. Joseph School, Easton 


NORTH DAKOTA 


Luella G. Fogelsanger, Juniata College, Huntingdor 
Pear! Mogel, Minersville High School, Minersville 


Arthur Stuckenbruck Jamestown College Schoo! of Busi Myra H. Prentice. Wellsboro High School Wellsbor: 
ness, Jamestow: Iida E. Forsberg, Wilkins rg High School, Wilkinsbury 
lo be continued next month 
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2 _ ~ : 
Business Letters 
Customers’ Errors 


From Gardner's Constructive Dictation, Page 67, Letters, 1, 2, 3, and 5) 
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Edftorial Views 


Has Shorthand an Educational 
Value? 
N this day of enlightenment that seems 
like a foolish question. That the study 
of shorthand has a great value as an aid 
» mental development frequently has been 
mphasized in these columns, and by others 
vho are in a position of authority to pass 
idgment. There are many who still take an 
pposite view, as is illustrated by the following 
pping from the Daily Mirror of July 20, 
1922, under the caption of “Shorthand of 
o Use.” 
Shade of Isaac Pitman! The Education Committee of 
e City of Bath, where he lived for many years and pub 
shed his popular system of shorthand, has decided to 
iminate shorthand and bookkeeping from the curriculum 
the city secondary schools as having no educationa! 
lue. 
Remarking on this action of the Bath 
Education Committee John Bull said: 
On the contrary, shorthand and bookkeeping are of high 
lucational value to pupils seeking a business career, whil 
r those intent on a professional one, shorthand is an 
sset to be highly esteemed. And Bath is the headquarters 
f the Isaac Pitman system. 


Some vigorous comments about this unusual 
procedure were made by speakers at the De 
Bear Schools’ Conference at Liverpool. Mr 
|. McKenchie (London), in his address open 
ng the discussion on bookkeeping, said: 


All phases of mental discipline are called into use in 
e study of business subjects; and to a very marked extent 
this true of bookkeeping. After all, bookkeeping is only 
form of applied economics—a fact that the Bath Educa 

n Committee seem to have overlooked Bath 
the birthplace of a system of shorthand, which, wit! 

its limitations, did a great deal of very good work, and 

ne time was pretty extensively used in this country 
atever may be its future history 

At the same conference Mr. Henry Smith 
Leeds) denounced the move in the following 
cisive terms: 

The members of the Education Committee at Bath 
ive made themselves ridiculous by stating that shorthand 
d bookkeeping are subjects of no educational value 
vey are just fossilized. 

While the proposition that shorthand does 
lave a distinctly educational value needs 
o defense, we think possibly it has not been 
mphasized with sufficient continuity to drive 
the point home. Mr. SoRelle in his Mono- 
graph, ‘‘The Educational and Practical Value 
f the Study of Shorthand,” makes an inter 

esting comparison of its educational value 
with geometry. He says: 

A brief comparison with geometry. a study highly valued 
y educators for its disciplinary effect upon the mind. 
light also prove of interest. 


Geometry is preéminently a study that develops the 


analytical powers of the mind—clear, logical reasoning 
It has a distinct value also in inculcating habits of pre 
ciseness, neatness, order, and truthfulness. The same ad 
vantage may be claimed for shorthand. The shorthand 
writer is constantly analyzing; and his decisions must be 
reached and applied instantly. In taking his notes, neat 
ness and accuracy, which practically form the basis of 
their legibility, must be kept constantly in mind in 
transcribing the shorthand, correct form and the most 
attractive arrangement, as well as the absolute accuracy 
of his work, demand his attention. Every stenographer 
worthy of the name has an ambition to make his work 
accurate; if it is not accurate it has no commercial valuc 
from the beginning; and con 

which steno 
Shorthand does 
logical thinking 


He understands this 
sequently his constant aim is for accuracy 
graphically is a synonym for truthfulness 
more than geometry in respect to clear 
—for it adds speed to it 

Eastern Com 


Baltimore 


before the 
Association at 


In an address 
mercial Teachers’ 
a year or so ago, Mr. Gregg brought out what 
is, we believe, one of the strongest points 
in favor of the educational value of shorthand 
After discussing the great number of promi 
nent men and women who had risen from the 
ranks of shorthand writers, he put his finger 
on the real heart of the matter when he said 
We point to the men and women who began as stenog- 
that through their positions as stenog 
raphers they gained a start towards success In doing 
this, we place the emphasis in the wrong place What 
we should emphasize is the fact that the study of shorthand 
developed those qualities which enabled them to attain di 


firmcitonm tm ithe 


raphers and say 


Some explanation of this action of the 


Bath Education Committee may be found in 
the remark of a prominent educational official 
in one of the northern cities of England 

For the poorly educated boy or girl Pitman's shorthand 


Of the average boys and girls taking short 


we lose fifty per cent By the well-educated young 


is impossible 
hand 
man or young woman 
written. In other words, those wil 
f advancement which shorthand furnishes, find the study 
within their power; and those who most need it-—by far 
its acquisition as hopeless!) 


Pitman can be well and accurately 
least require the lever 


the greater number— give uf 
lifficult or impossible 


rhe 
discourages so many of those who undertak« 
it may be questioned. The mortality 
of students of shorthand and bookkeeping 
should fall far below that of almost any other 
that they are moti 
practical incentive—the 
subjects give for advance 


educational value of a subject which 


well 


subject, for the reason 


vated by a very 
opportunity these 
ment in business life 

made for the 


probably its 


may be 
Committee; 


Some allowance 
Bath Education 
members are only acquainted with one sys 
excuse 
The 
mental 
will 


tem of shorthand Ignorance is no 
but it sometimes serves to explain 
shorthand as a 


practical 


tremendous value of 


stimulus as well as a boon 
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become more and more manifest’as a simpler 
system, which gives ‘‘the greatest benefit to 
the greatest number,”’ spreads in the British 
Empire as it has done in America. 


oOo 


Editorial Brevities 


E have just received a copy of the El 

Semanario, a weekly paper published 
by the Commercial and Spanish Depart- 
ments of the Ellensburg, Washington, High 
School. This paper is printed entirely in 
Spanish, on a duplicating machine, and 
shows singular initiative on the part of the 
students. 

Ellensburg High School wants to exchange 
papers with other schools doing this work. 
This is an interesting suggestion that might 
be carried out with good effect by other high 
schools teaching Spanish and Commerce. 


. > > 


The National Federation of Business and 
Professional Women has voted to establish 
a trust fund of $50,000 to help girls to attend 
commercial schools and take other business 
training. They are also planning to establish 
scholarships for college and university grad- 
uates to enable them to undertake personal 


research and bring recognition to unusual 
work being done by business women of 
America. 

. . * 


This month's issue of the Gregg Writer and 
the American Shorthand Teacher goes to press 
too early to give you an account of the big 
N. C. T. F. Convention at Chicago Christmas 
week. You will hear about it in our February 
magazines. 


oo 


Obituary 
Mrs. Minola Graham Sexton, 

[t IS with deep regret that we record the 

death of Mrs. Minola Graham Sexton, 
daughter of Andrew J. Graham, author of 
the Graham system of shorthand, and wife 
of Chandler Sexton, head of the publishing 
firm of Andrew J. Graham & Company, New 
York. 

Mrs. Sexton, who was sixty-two years of 
age, has been ill for several years, but had 
appeared to be in better health recently. 
She is survived by her husband and two 
children, A. J. G. Sexton, and Caroline G. 
Sexton. Mrs. Sexton was prominent in the 
cause of woman suffrage and was active in 
social and civic circles in Orange, New 


Jersey, where she lived. 
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N.S. R. A. Plans 


HE Committee on Arrangements for 
the 1923 N. S. R. A. Convention in 


Chicago are well in their stride in a 
united effort to make the meeting in th« 
middle west The Best Ever. 

Headquarters have been arranged for at 
the Drake Hotel, which is delightfully situ 
ated on the North Side facing Lake Michigan 
One has only to mention the name “Drake 
to know that the acme of accommodatio: 
has been reached. If a sufficient number o 
delegates attend, the use of the magnificen 
ballroom will be afforded for the sessions. 

Various functions are being worked out i 
detail which will be unique and novel 
character. A Moonlight Trip on Lake Mich 
gan, with all its delightful pleasures is unc 
consideration, and an initial get-togeth« 
reception, musicale,and dance for the Monda 
evening. Nothing will be left undone to mak 
this an occasion that will live long in t! 
memories of all. 

The members of the committee and t! 
Chicago reporters generally are proud of th 
privilege which is theirs in being hosts ¢ 
the members of the National. They realiz 
that the Association had its inception 
Chicago and that the metropolis of the midd|: 
west still holds the belt for attendance at 
any N.S. R. A. Convention. It is nine years 
since the last annual event was pulled off i 
Chicago. It is going to be some big job ' 
go one better than New London, but 

“He who aims the sky 

Shoots higher far than he who aims a tree.” 

-or words to that effect. 

The committee has felt that it would b: 
very desirable that the musical talent shou! 
be from among the reporting ranks, as the: 
must be Galli Curcis, McCormacks, Paderew 
skis, and Kubeliks, to be found among th: 
shorthand reporters. Will all those who a: 
willing to afford a musical treat to the 
fellow scribes kindly communicate wi! 
Herbert Dore, 1105 Ashland Block, Chicag: 

The Illinois State organization has pro: 
ised the fullest codperation, and Mr. Ral; 
W. Peters has expressed for +them ever 
assistance. 

Mr. Frederick H. Gurtler, chairman of t! 
committee on local arrangements has t! 
following to say: 

“The Chicago reporters are now bus 
preparing for the proper entertainment 
the members of the N. S. R. A., and a 
unanimous in their desire to make this t! 
most popular convention in the annals 
the association.” 

You who are reporting or preparing | 
reporting work, add this to your New Year 
Resolutions—"I will attend the N. S. R. 
meeting this summer’’—and come! 
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Art & 
D 


Conducted by 
Florence Elaine Ulrich 


Credentials 
ent 


631 South Wabash Avenue 
Chicago, Illinois 


What Will the New Year Bring? 


“You can get luck out of pluck but you can't get pluck 
out of luck.” 





ie has been a long time since we 
have had a talk with the mem- 
bers of the Order of Artistic 
Typists, and this is a delightful 
morning for a pleasant little chat. 
Aeris It is prompted by a letter received 
T from a teacher in which she said, 
“This has been O. A. T. contest 
week in our school, and as a result we are 
sending you a 100% O. A. T. club. I hope 
that a great many of the papers will be found 
worthy of membership 

**We are thoroughly conscious of the defects 
in these papers, and I very much fear that 
some of them will not come up to the require- 
ments, but the students, especially the boys 
who have always insisted that they never 
have and never will be able to typewrite, have 
made such wonderful improvement during 
this week's practice and have practiced so 
diligently preparing the specimens, that I 
cannot resist sending all of the papers to 
you.”’ 

As we look over the fine work submitted, 
the attractive afrangement of the letters, 
the even touch, the even margins, the careful 
attention that has been given to punctua- 
tion, proper indentation, spacing and perfect 
fingering—the little details that make the 
copies stand out conspicuously in the volume 
that comes to this desk—we are convinced 
that much, indeed, has been accomplished 
and that these students by reason of the 
correct habits of work they are establishing 
and the persistent effort to excel in the 
quality of that work, will make successes in 
whatever line they venture into. 

It is seldom that a typewritten page is so 
artistically writtese as to distinguish it from 
the hosts of others and merit the Honorable 
Mention award. Yet we have several such 
papers in this particular club. The teacher 
submitted her own paper for criticism, which 
demonstrates the kind of codperative spirit 
that prevails in the school, and we do not 














wonder at all at the quality of work she is 
able to produce from her students, 

The primary object of the O. A. T. 
obviously is to develop an appreciation of 
artistry in the arrangement of practical 
letters, tabulation, and so forth. There are 
letters and letters, much alike in general 
form, with fairly even margins and good 
typewriting, but occasionally a letter is 
received that just naturally stands out from 
all the rest. It is a distinctive looking 
letter; it makes us pause in our work to 
admire it as we might pause before a beautiful 
canvas in a gallery. The mind lingers for a 
moment on the work itself and then saunters 
out into the realm of speculation and we dis. 
cover ourselves forming a picture of the 
individual who wrote it. It is the captivating 
charm of perfection that attracts our atten- 
tion and holds it. It is the possibility of 
attaining that perfection that should lead 
typists to extreme effort, because it is this 
attractiveness of the perfect product that 
lures toward the producer the biggest pot of 
gold. Witness the man that received $20,000 
for a single strawberry plant! The amount is 
almost overwhelming, and yet the persis- 
tence and study and experiments necessary 
to produce this perfect specimen is worth 
what he received for it. « 

In the office where these are several ste- 
nographers one of whom is especially clever in 
her, work, there is almost a skirmish among 
the men to get her services. The girls them- 
selves may enotice—perhaps they will even 
flatter themselves that they are not called upon 
so frequently, and will awaken to the real state 
of affairs only when they discover that ‘‘the 
goat”’ has been promoted to a secretarial office 
with a handsome little increase in salary. 

It pays to stand out of the crowd in your 
work. You've heard, possibly, about the 
youngster who applied for a job. Seeing a 
long line ahead of him, he took a pencil 
from his pocket and scribbled a brief note 
which he asked the office boy to deliver to 
the manager. It read, “‘Don't do anything 
until you see me. I'm the last kid in the 
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line.”’ Needless to say, not only was he the 
first lad called in, but he got the job. No 
real intelligent effort ever goes unrequited. 


You may not be able to see the ultimate 
happy end, but depend on it you are going 
in the right direction 





—-— 


J Cede © Peet tee 


rao - 
A 
—_ — : SE eh 
—- — ‘oo Snead we 
Tae Se en OS Ee 
nae 
= <r Panes campers tes iy 
<< o® _.= tee e eee 
— —— << 
- <<" tae 
“lo 
ores 
7 hae - 7. 
\ ee aga. 
<< 





7 


= = ——___, 


_—— — 


ib antentol 


Fis 


mee eee | 


\ fe Peete: Se formse 




















Specimens of Distinctive Typewriting en 


The letters on either side are actual business letters; the center specimen an Honorable Mention Senior O. A. T. test from 


October copy. 





7 HOSE readers who have already 

been admitted to Junior Mem- 
bership in the O.A.T. have covered 
the first lap in the race toward the 
goal. Those who have ‘‘made"’ 
the Senior Membership have made 
another big stride. These are, 
however, only the “‘footholds"’ for 
the steady concentrated run for 
the Competent Typist Certificate. Do we 
stop there? No, because there is still the 
seventy-word goal to be reached. So 
concentrate every faculty as you bend over 
your machine in a determination to make 
that mark. But no race is complete until 
the winner has been decided, and the winner 
is the one who has out-stripped each and 
every one of his fellow competitors. If you 
do not drop out before winning the privilege 
of wearing the little gold pin awarded for 
Honorable Mention, you have an equal 
chance with the others to establish a new 
record as the Champion Competent Typist. 
The contest that began in November is open 
to every typist. 

A certain young lady of our acquaintance, 
doing routine work in an office, discovered, by 
reason of taking one of these tests, that she 
was able to write over eighty words a minute 
with a fair degree of accuracy. She was 
interviewed by a representative of a type- 
writing company and by them placed in a 
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position that doubled her salary. Perhaps 


Note the good balance and ample margins. 


there are many more typists just as capable, 
or more capable, who have not yet been dis- 
covered. We are hoping that they will come 
out of their shells and let us see what they 
are able to do! If a typist in an office dis- 
covers that it is not possible for her to write 
fifty or more words a minute with less than 
five errors in a ten-minute test, she needs to 
center her attention on increasing her typewrit- 
ing efficiency, because the day is not far away 
when an incompetent typist will not be toler- 
ated in an office. Too many competent, 
indeed expert typists, are being trained by 
the schools to meet the needs of modern 
business. 

So let your first step of the New Year be 
to qualify for membership in that great 
clan, the Order of Artistic Typists. There 
are many thousands of members scattered 
here and there, and your ambition should 
be to become one of them. Then, that 
accomplished, to gain your right also to the 
title of Competent Typist. 

How quickly can you do it? 


ee. 
Club Awards 
100° 0. G. A. 


Elizabeth Hornick, High School. Lake City. Mian. (10) 

Alta J. Day, High School, Lead, So. Dak. (12) 

Perry Secretaria! School, Waterbury, Conn. (14) 

Elizabeth Ann Tollmann, Pacific Union College. Helena 
Calif. (16) (Continued on page 206) 
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Penmanship Talks—III 


(Continued from the November issue) 





HE Modern Wise Man chal- 
lenges the wisdom of the An- 
cient Wise Man who said, “‘Prac- 
tice makes perfect,” because his 
experience proves to him that, 
OF THE] unqualified, it is not true; that 
ORDER] # is only correct practice that 
makes perfect. After examining 
a thousand shorthand specimens submitted 
during the past month—papers on which a 
great deal of practice is painfully evident, 
yet which show many fundamental errors 
consistently made—we agree with him. 
We cannot make anything perfectly (unless 
it be by accident) if we do not know what the 
perfection of that thing is. That is true Jf 
shorthand writing, of picture 
house building—it is the 
ceived in the mind and translated into practice 
And how do we perfect 
idea? Let me illustrate: While visiting the 
Art Institute the other day, an artist was 
critically examining a canvas. In a little 
notebook he jotted down all the good points 
of the picture, he studied these points thought 
fully, then he drew a line and commenced 
to write down the weak points of the painting 
When questioned as to the for this 
careful analysis, he explained that he was 
working on a similar canvas, and while he 
wished to incorporate all of the good points, 
he wanted to bad That's 
the answer, then, to our problem. We must 
study good shorthand notes, know why 
they are good, and be able to pick out the 
It's a mere process of inclusion and 


xt 
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painting, of 


perfect idea con 


acquire the 


reason 


eliminate the 


taults. 
elimination. 

Personally, I know of nothing more pro 
ductive of real harm to the young and in 
experienced shorthand writer than the per- 
sistent use of an incorrect outline—incorrect 
either in theory or in style—because not only 
for him to work doubly 


which 


will it be necessary 
hard to eradicate from the mind that 
he has deeply imprinted there, but in order 
to be successful he musi replace the incorrect 
with the correct 

I have on my desk at this moment a letter 
from a stenographer, filled with the pathos 
of one who deplores the unmindfulness, in 
the beginning of her study and work, that 
resulted in careless and inefficient note-tak- 
ing. “I know that I am not a good stenog- 
rapher, and do not deserve any more money 
than I am getting, and it is because | have 
been so careless in taking dictation, always 
consoling myself that I'll remember what is 
said. I might, were it not for the fact that 
there are so many other duties to be per- 
formed between the time I take the dictation 


and the time I transcribe it. Now, | am 
coming to you to beg you to tell me what to 
do in order to become a better writer.” 
Not one of you wants to find yourself in 
that precarious state, | know, so instead of 
incorporating in work the maxim, 
“Practice makes perfect,’’ change it, rather, to 
adjure ‘‘Correct practice only makes perfect,'’ 
and then understand what correct practice is 
Some days ago we received a letter asking 


your 


why we wrote the circle on the inside of the 
word jail and on the outside in the word 
Jap. This didn't have a 
correct idea of the consonants 
he readily that there 
the / in 
whereas from the very nature 
between the 


obviously 
to make 
have 


writer 
how 
seen 


else would 


can be no angle between the j and 
the word jail, 
of its construction there is one 
jand p in the word Jap. Incidentally, 
perceive that knowledge of 
forms will lessen the chance of making theo 
retical errors should the principle escape you. 


you 


your correct 


( UR idea in dwelling so much on the in- 

dividual consonants is to impress you with 
the importance of them and make you see of 
what When the 
writing correctly of a given consonant stroke 


real value to you they are 


and simple combinations becomes mechanical, 


hesitation is removed and greater fluency of 


outline is assured. Familiarity with these 
common strokes inspires confidence and makes 
less likely encountering the 
new. Asa matter of fact, it 


because the result 


hesitation when 
is disastrous to 
you to have to hesitate, 
like the condition of the mind, is shaky and 
A suggestion might be, therefore, 
stock of 
combinations from which to construct the new 
and let the take 
place while thinking through the outline and 
to paper A man 
building a house without 
and having the 
made, the 


wavering 


that you increase daily your ‘root’ 


pause, if there be a pause, 
you touch 


think of 


an architect 


before 
wouldn't 
first consulting 
plans drawn. After the plans are 
builder proces ds to build the house 
you do if you would have the finished product 


pen 


So must 


represent your best efforts 
Using the same figure, your mind is your 
architect and your hand the builder. Your 
writing instruments are the tools with which 
to work. Therefore, the more practice you 
give to the combinations and the 
more of those combinations you whip into 
submission, the greater control will you have 
for their correct execution and the easier will 


various 


be new combinations 

Before practicing the strokes given in this 
month's exercises, write again some of the 
previous drills—the direct oval, the indirect 
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oval, the straight line exercise and the exercise 
for reversing curves—in order to develop 
fluency of movement and codrdinate the 
mind and muscle for the execution of the 
forms in this month's lesson. 

We have had the consonants together with 
the circle vowels, and some of the more im- 
portant combinations. While studying the 
curves, k and g, we urged you to keep them 
horizontal. The tendency of new writers is 
to raise the end of the characters away from 
the line of writing. The blended consonants 
about to be taken up will emphasize the 
necessity for keeping the horizontal curves 
horizontal, because if you do not, you may not 
be able to read what you have written. 

Let us note the style of the blended con- 
sonants themselves. The reason that the 
blend tem, dem and the shorter one ten, den 
frequently is incorrectly made, is due to the 
fact that the beginning stroke is not curved 
enough. I rather like the following exercise, 
because it gives you the motion involved in 
writing the forward blends 
1. 


/ 
f 


When you have written the exercise, try 
writing the blends, both the long and the 
short. The short one is half the size of the 
long one, or about the size of the short curves 
k, p, r, andf. Notice that the beginning of the 
stroke is curved; hold the curve, and finish 
with the getaway stroke. 


? 


f 


(ante 
You may have to write the blend fifty or a 
hundred times before you feel it mastered, 
but the pleasure you will get from the writing 
of such beautiful and graceful phrases as 
to my, to me, to know, at any time, is well worth 
the effort, to say nothing of the practical 
value the correct execution of these forms has 
3, 
oe / 
6 
Drill 3 affords practice in joining the blend- 
ed consonants to other strokes. In the word 
danger the tendency might be to have the 
j too stiff. The blend and the straight line 
with little practice can be written without 
an angle and you still will be able to keep 
the j straight. 
4 


ISVS) /) q /4) ry 
a me ~ LK CLD 
Next try the drill for ent and emd. This 


blend, like the other, starts with a curve and 
ends with 


a curved getaway. Write the 
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strokes both long and short (Drill 5) until 
you have mastered them. Don't hug the 
line of writing, and,on the other hand, don't 
start upward abruptly and make a stiff stroke 


The beauty of the graceful joinings to be 

made with this blend depends largely upon 

your mastery of the skeleton stroke itself 
(To be concluded next month) 


® @ @ 
Plate for November O. G. A. Test 
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All Set for the Teachers’ Blackboard Contest! 












FOR JANUARY 


By Charles Lee Swem 


HIS IS the last month of the teachers’ 
blackboard contest. All specimens 
must be in before the 31st of January 

We are getting set for a veritable flood of 
papers and for a close, hard race for first 
honors. There are any number of teachers 
throughout the country who can compete 
with the best and most artistic shorthand 
writers in work on the blackboard. We have 
gone into numerous schools and seen writing 
on the board that would compare favorably 
with the plates of this magazine. We are 
expecting some of this work to come in in the 
contest. 

Already several teachers have submitted 
their work, but for the most part they 
have been pen-written specimens. This is 
probably because most of those who are 
competing are doing it on the blackboard and 
have not as yet secured a satisfactory photo- 
graph of their work. You have between now 
and the last of the month to satisfy yourself 
of your work and your photograph of it. We 
would advise that you take your time, by 
all means, and secure the best that can be 
made. As we have explained, an amateur 
can make a very photograph with 
patience and some experimentation, and we 
expect that most of the specimens will be 
photographed in this manner. But, if through 
bad lighting or for other reasons you cannot 
secure a satisfactory photograph, it may be 
well to call in a professional. 

Or—another suggestion! Half of 
students of the country, we believe, 
amateur photographers, some of them very 
adept at it. Perhaps you have a student in 
your class who can take just the picture 
you want. 

We plan to publish the work of the 
winners, so make your outlines firm and dis- 
tinct. They will stand that much better 
chance in the examination for the prizes. If 
you have forgotten the rules, they will be 
found in the October number. But for 
convenience, quote the fundamental 
points on which the papers will be examined 


good 


the 
are 


we 


1. Correct application of the principles of the system 

2. Smooth, even lines secured by writing with an easy 
fluent movement 

3. Characters which are correct in curvature, slant 
method of joining 

4. Characters which are relatively correct in size and 
proportion. (Blackboard work permits of greater varia 
tion in this respect than does pen work.) 

5. Close and uniform spacing between outlines. 


and 


Here, too, is the contest copy again: 


History, as H. G. Wells has so finely expressed it. is 
coming more and more to be a race between education 
and catastrophe. Our internal policies and our economic 


and social ideas are profoundly vitiated at present by 





historica 


ideas of the origin and 
\ sense of history 


mankind is as 


wrong and far 
relationship of socia 
common adventure of al! 
peace within as it is for peax 


tasti 


classes as the 


necessary for 
e¢ between the nations. There 
can be no secure peace now but a common peace of the 
whole world; no prosperity but a general prosperity, and 
this for the simple reason that we are all now brought so 
near together and are so pathetically and intricately 
interdependent, that the old notions of noble isolation 
and national sovereignty are magnificently criminal 

It was in the November number that we 
discussed the method of making a photograph 
with your own camera. Look it up if you are 
having difficulty, and consult the tables 
therein given for exposing the film, etc. 

We want to make this contest the first of 
a series to rank with the teachers as does the 
Annual O. G. A. Contest with the students 
The average work of the shorthand teacher 
is high, very high, in this country—we know 
many teachers who could go out into the 
business world and for practical ability rank 
with the best secretaries—but it can be 
higher, and should be. Teachers « xpect to 
improve to the same extent as do their pupils 
rhe the 
tional scheme, compensation 
etc., are dependent 
ability not only, but upon her adaptability 
the keeping up with the progress of the 
times. She must improve, or. in the march 
This teachers 


teacher's improvement in educa 


her prest ige, 


necessarily upon her 


of events, she will retrograde 


contest has as its central object the oppor 
tunity for the teacher to try out his or her 
skill in competition. Whether she wins or 


not, she will have accomplished something 
she will have improved by the efforts 
makes in writing and a¥tistic ability, 
after all is said and done, the teacher who can 
go to the blackboard and do better than the 
her the teacher who 
gets results. 

Let's go at it and boost the level of short 


she 


and 


best of students is 


hand writing and commercial education! 
JANUARY 31 IS THE LAST DAY 
FOR YOUR PAPER TO BE IN 


> . ° 


Teachers’ O. G. A. Tests 
T HAS been a pleasure for us to note that 
many teachers are sending in their speci 
mens of shorthand both for the Superior Merit 
Certificate and for the membership certificate 
in the O. G. A. In view of the fact that all 
papers received whether 
qualifying for the certificate or not, are given 
detailed criticisms, we believe that this will 
have a good effect on the specimens submitted 
by the students in the Annual O. G. A. Contest 
Fine, keep it up, and let us some 
more of this good work! 


from __ teachers, 


h ave 











O. G,. A. 


JrOR membership only, the 
tract from Huxley's “ 


should be 
from the 


Essays” 
written 
copy here are due 
by February 25 

To every one of us the 
world was once as fresh 
and new as to Adam. And 
then, long before we were 
susceptible of any other 
modes of instruction, Na 
ture took us in hand, and 
every minute of waking 
life brought its educa 
tional influence, shaping 
our actions into roug! 
saccordance with Nature 
aws, so that we might not 
be ended untimely by to« 
gross disobedience Nor 
should I speak of this 
process of education as 
past for any one, be he as 
old as he may For every 
man the world is as fresl 
as it was at the first da 
and as full of untold nov 
elties for him who has the 
eyes to see them And 
Nature is still continuing 
her patient education of 
us in that great univer 
sity the universe of 
which we are all members 

Nature having no Test 
Acts 


we t® A 
Junior Test 


See how artistic a 
copy you can make 
of Elbert Hubbard's 
creed. It will be a 
good one to bear 
in mind this new 
year. Make proper 
paragraphing. 


I BELIEVE. “I believe 
in the stuff I am handing 
out, in the firm I am 
working for, and in my 
ability to get results ! 
believe in working, not 
weeping; in boosting, not 
knocking; and in the 
pleasure of my job | 
believe that a man gets 
what he honestly goes 
after. that one deed done 


to-day is worth two deeds 
man is down and out 


himself 


kindness, in generosity, 
in honest competition 


believe I'm ready —right 


in good cheer, in friendship and 
“I believe there is something 
doing, somewhere, for every man ready to do it “" 
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Material for January Tests 


(Good until February, 25, 1927 


following ex- 1. See if you 
Autobiography and 


used this month. Tests request received 


JANUARY 





The purpose of the O. G. A. is to encourage 
the development of skillful shorthand writing 
Membership is granted to those whose notes show 
artistic merit. 

How to become a Member: Practice the test 
article until you secure two copies that represent 
your best work. Mail one of these to the editor 
of the department, and retain the other for com- 
parison with the published plate. If the specimen 
sent us reaches the required standard, a member 
ship certificate will be sent you. Otherwise your 
work will be returned with suggestions and criti 
cisms and you may try again. To secure approval, 
notes must be correct in theory, accurate in pro 
portion and execution, free in movement 

A Certificate of Superior Merit is awarded 
to those whose notes are of superior excellence 
This is the highest credential awarded for artistic 
shorthand writing. It will be issued in connection 
with the membership certificates to those whose 
notes warrant it. Members may become candi 
dates for the Certificale of Superior Meril. A cir 
cular about this certificate and how to secure it 
will be sent on request. 

Examination Fees: An examination fee of 
ten cents must accompany each specimen sub 
mitted for membership, fifty cents each applica 
tion for Certificates of Superior Merit 


The O. A. T. 
of the artists in typewriting 
qualify as superior craftsmen 

Junior Membership: Membership in the 
Junior division is open to anyone who is studying 
typewriting in a school or by himself who is able 
to pass the Junior test 

Senior Membership: Membership in the 
Senior divison is open to ail typists whether 
attending school or not who have reached a speed 
of at least forty words a minute. Senior tests 
must be accompanied by a signed statement that 
the candidate has attained this speed. 

Competent Typist Certificate: This cer 
tificate is issued to candidates able to qualify at 
fifty words or more a minute on the Monthly 
Speed Test. No papers rating less than fifty net 
words the minute are to be submitted. 

Tests: The tests for both membership and 
“competency” appear in this department each 
month. Tests may be practised as often as desired, 
but only one specimen should be sent in. Each 
part of the membership tests should be typed on 
a separate sheet. The speed test matter must 
be written as a ten-minute test, subject to Inter- 
national Rules, and accompanied by the timer's 
affidavit A test is good only until the 25th of 
the month following publication 

Fees: An examination fee of ten cents must 
accompany each membership test. No fee is 
charged for speed tests. A beautiful Certificate 
is issued to all those who pass any of the tests 


is the professional organization 
It is open to all who 











to-morrow, and that no June 15, 1917, 
until he has lost faith in October 24, 1918; 


“I believe in to-day and the work I am doing; June 15, 1947, June 
in to-morrow and the work I hope to do, and in the 
sure reward that the future 


Dates, June 15—Der. 


holds. “I believe in courtesy, Dec. 


4%, Converted 444%; 


November 


June 15—Dec. 
15; Date Redeemable, June 15 
1932, and after. June 15. 1932 


15, Jume 15—Dec. 
1932, and after, June 15. 
and after, June 15, 1932, and after. 





O. A. T. Senior Test 


make as distinctive a 
letter as those on page 196 of the following 
j as we went to press 


War Loan Organization 
Savings Division (in 
upper left-hand corner of 
letterhead under a circle 
about the size of a quar- 
ter, in which the depart 
ment shield appears 
Treasury Department 
Seventh Federal Reserve 
Listrict, 105 West Mon- 
roe Street, Chicago, II! 
December 26, 1922. To 
the Publisher Addressed 
It is estimated § that 
twenty-five per cent of 
the readers of your pul 
ication own 1918 War 
avings Stamps. It wil! 
take several months to 
get these $625,000,000.00 
worth of 
Will you, therefore, be 
' 


good enough to run the 


stamps all is 


following copy in’ your 
next two issues, if you 
can conveniently do so 
EXCHANGE YOUR 
1918 WAR SAVINGS 
STAMPS FOR 49% 
TREASURY SAVINGS 
CERTIFICATES A 1 
YOUR BANK OR POST 
OFFICE NOW Your 
help in selling thes 
securities during the war 
will never be forgotten 
and your asristance at 
this time will be fully 
appreciated. Very truly 
yours, Wm. B. Bosworth, 
Federal District Director 
WBB-B 

2. Make a table 
of the data below 
regarding various 
Government Securi 
ties. There are 
several ways of 
getting the data on 
1 single sheet effect 
ively. Supply a cap 
tion, and head for 
eachcolumnof data 

First Liberty Loan 
Rate of luterest, 34%. 
Converted 4% Convert 
et 44° Converted 


444%: Date of Issue, 


15, 1917, May 15, 1918, 
Date of Maturity, June 15, 1947 
15, 


June 15, 1947; Interest 
15. June 15— 


Second Liberty Loan 
1917, May 9, 1918; Nov. 


now.” 15, 1942, Nov. 15, 1942; May 15— Nov. 15, May 15—Nov. 15; 
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Nov. 15, 1927 Nov 15. 1927. Third Liberty Loan terly 49%; maturity, Five years after date { purchase; 
444%: May 9%, 1918; Sept. 15, 1928; Mar. 15—Sept. 15; redeemab'e Any date $100 Treasury Savings Certi- 
Maturity Fourth Liberty Loan: 434%; Oct. 24, 1918; ficates: Compounded Quarterly 4%; Five years after 
Oct. 15, 1938; Apr. 18—Oct. 15; Oct. 15, 1933, and after date of purchase Ar late two months after purchase 
Victory Liberty Loan Notes: 434%. 334%; May 20 $1,000 Treasury Savings Certificates’ Compounded Quar 
1919, May 20, 1919; May 20, 1923, May 20, 1923; June terly 4%; Five years after date of purchase; Any date 
15—Dec. 15. June 15—Dec. 15; June 15, 1922, June 15 two months after purchase. Thrift Starops hear no 
1922. War Savings Stamps: interest Compounded Quar tcrest 

+ + 4 


January Typewriting Speed Test 
Test for Competeni Typist Certificate, good until February 25, 1023 


— GH the temple of fame is said to stand upon the grave and its flame 

to be kindled from the ashes of dead men, there lies back of every such 
temple a life of romance, for fame is the echo of action. 

“‘A great man,’’-said the Earl of Beaconsfield, ‘‘is one who aflects the mind 
of his generation.”’ Mere tamily never made a great man. Thought and 
deed, courage and conviction, and not pe digree, are the passports to enduring 
fame. Great men are not supernatural: they are the natural, the true men in 
whom nature has succeeded. They whojfall short of greatness are the imperfect. 

The great men are they who both see the right and choose it, and having 
chosen pursue it with invincible resolution, resisting the temptations of easier 
paths. It is they who point out the way and by their example show others. 

Great men are unique only in that they are uncommon and are conspicuous 
by their contrast to the common. 

Minor minds may at times show greater originality, but it is range of vision, 
foresight and farsight that lift up the common horde 

Learn to think with sincerity, for sincerity is the first/attribute of greatness 

In the panorama of time the great men loom up like snow-capped peaks 
above a range of hills. Each in its solitude represents a great spiritual forces 
rather than material force. The great prophets and patriots all stood for, 
lived for and died for ideals. The princes of the market, the money changers, 
and the accumulators of material things, all have been forgotten, while the stories 
of the great spiritual forces that have molded and shaped the world have re 
mained. They and they alone are the world’s priceless heritage 

Yet all these potential powers have come to us unheralded and unknown, 
for there is nothing more simple than greatness. The greatest men, like the 
greatest truths, are the simplest. The great man is what he is from nature, 
and he rises to his height of fame without reminding us of others. It is only 
the pretender who calls for contrasts. However far above us the truly great 
may be they always make us feel that they are our brothers. 

No really great man ever thought himself as great as he really is 

No man ever became great by imitation. A great man must give us some- 
thing|new in thought or fact. Service becomes his passion. He becomes the 
servant of mankind. Only the little king ever hopes to make mankind servant 
at his court. 

Great men never lose their childlike heart. They give to the world a great 
affection and it is this, when they are gone, which the world keeps and holds 
for them. Because great men possess this passion to serve rather than to be 
served, to give rather than to get, to do something for the world, we find great 
acts and great eloquence most commonly going hand in hand. 

The road tolgreatness is through loss of self in the thought of all.—(511 
words)—Greainess, by Richard Lloyd Jones. (Copyright 1921,by Richard L. Jones) 


[Repeat from the beginning if completed in less than ten minutes.) 
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The Sire de Maletroit’s Door 
By Robert Louis Stevenson 


(Continued from the December issue) 
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Gold Ring 


E. Buehler, Wisconsin Commercial Academy 
Wisconsin 

Edna Spencer, Collegiate Institute, Regina, Sask., Canada 

Rachel Baker, Syracuse University, Syracuse, N. Y. 


Gold Pin 


Joseph Steger, St. Ann's School, Milwaukee, Wis 

Kathryn Weaver, High School, Greensburg, Pa. 

Mildred Knauf, Polytechnic High School, Long Beach, 
Calif. 

Florence Bickel, High School, East Hartford, Conn. 

Florence Lind, Tamalpais High School, Sausalito, Calif. 

Jeanette Pedersen, Everett High School, Everett, Wash. 

Elizabeth A. Laver, Perry High School, Perry, lowa 

Louise Baltzley, Theodore Roosevelt Junior High School, 

Columbus, Ohio 


Milwaukee 








WRITER 


. ¢ _ 
ft 4 fe 2” 
. v4 Z 
> > - 2 
ly 
q 6 oo? e 4 
, aw y } 
qe #* » t , 2 
4 ; " 
’ 7 7 / J 
4 a 2 
q . - 
3 ( ay . < 
» 
(- ( 4 
f 
‘ 7 _ - 
) 
) j 
< « 
) - 
ns a <¢ ey 
: 
‘ 
“é# r « @ or 
” 
¢ ? > 2 < é t 
— Po - 4 4 i 





FOR JANUARY 
+ > i- 
< ar 7 Z 4 
ok 
-— a 4 A 
‘ , C < Px 
> 
/ > 
4 ‘ 
. ~ 
} 
~<. © ~ ( G y 
r t > / 
} = Cc 7 
( Ay 
e 
( o ( ( le 1 
( & t > * wa 
¢ 
Cc oa » 7 v4 
¢ 
¢ 2 « - e 
4 < <_* J ~ 
4 
- Co r e _ 
j 
Ur +> ta al 


oO° 


0. G. A. Club Awards 


Continued from page 196) 


Silver Pin 
Charlotte Brown, Cony High School. Augusta, Maine 
Clara Peterson, Santa Cruz High School, Santa Cruz 
Calif. 
Mary Loretta Bourne, Welch's 
City, Pa 
Lucy Hackett, Central High School, Madison, Wis. 
Evelyn Manthe, Central High School, Madison, Wis. 
Frances O'Connor, Central High School, Madison, Wis 


Business College, Oil! 


Bernice Newbill, Hollywood High School, Hollywood 
Cali. 

Grace Hutterman, Bisbee Senior High School, Bisbee 
Ariz. 


Lila Bollinger, Humboldt High School, St. Paul, Minn. 
Mabel Degitz, Junction City High School, Junction City 
Kansas 
(To he continued next month) 
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e Shorthand Reporter 





Conducted by Frederick H. Gurtler 


Court and Convention Reporter 
68 West Washington Street, Chicago 


What Does It Cost? 


HE editor of this Department is par- 

ticularly anxious to know how much it 

costs to produce a folio of transcript 
Accurate information on this subject would be 
of interest, surely, to every shorthand re- 
porter. If any reader of this Department 
can furnish a formula which may be used in 
determining the cost of producing a folio of 
transcript, he will be building a monument 
to himself, as was referred to in an article in 
this Department not long since 

If you receive 20 cents a folio for your 
transcript, you can't afford to fool yourself 
by believing that you can put that 20 cents 
in your pocket and think it is yours. There 
are many elements of cost that enter into the 
production of that folio, and they must be 
taken into consideration in arriving at the 
exact amount you may put in your pocket 
as your personal earnings for each folio. 

It is obvious that it costs more to produce 
a folio in a large city than it does in a small 
city. It costs the general reporter more than 
it does the official reporter. The official 
reporter has furnished for him an office and, 
in many cases, his supplies. A general re- 
porter not only has to pay the rent of his 
office but he has to purchase all his supplies 
and pay a certain amount of overhead which 
the official does not have. 

The reporter is entitled to charge a certain 
amount for his skill and training, a certain 
amount for court holidays and off seasons, 
a certain amount of insurance against old 
age or unforeseen handicaps, a certain amount 
for what might be called a ‘‘readiness to serve” 
charge. It is worth something to the com- 
munity to-be able on short notice to get 
expert reporting service, and, inasmuch as it 
costs money to maintain that service year in 
and year out, it is proper to make a charge 
for it. There are other factors which must 
be considered, but these will suggest the line 
of thought. 


COST OF A BUSINESS LETTER 


There recently came to my desk a very 
clear analysis of the cost of producing an 
office letter, and it would seem that all the 
factors of the cost of a letter enter into the 
cost of a page of transcript, besides many 





interested in 
out by Mr. John 
Bureau, 


Pherefore will be 
the following letter sent 
Huiess, of the Acme Stenographic 
334 Star Building, Washington, D. (¢ 


‘If you were asked the cost of each letter 


more you 


that goes out of ofhce, you would most 


likely 


stamp. 


your 
say about five cents plus a two cent 

“Should an executive in your office dictate 
24 letters of about 200 words each in one hour 
to a $25.00-a-week stenographer, who could 
write these 24 letters in four hours and twelvc 
minutes, do you realize that the actual cost 
for dictating and typing alone is over 1514 
cents for each letter? 

“In case this is the average day's work of 
one stenographer, the cost would be increased 
to 21 4% cents for each letter. This may seem 
Surprising, but these 24 letters 
actually cost, when all items of expense are 
as outlined 


business 


cents each, 
in the following statement of basic figures: 


considered, over 28 


Executive, $3,000 per annum ($8.33 a day) 


one hour $1.04 
Stenographer’s salary $25.00 a week 
($4.1666 a day 4.1666 
24 letterheads at $7.00 a thousand 168 
24 envelopes at $6.59 a thousand 156 
Carbon paper, one sheet good for 24 letters 03 
File copy. 24 at 75 cents a thousand o18 
Ribbon cost writing these 24 letters 0125 
Notebooks (cost on these 24 letters) 008 1 
Pencils 005 
Supervision by executive 415 


Typewriter repairs and depreciation on 

machine OS34 a day 
Depreciation on $56.00 desk and $11.50 

chair O187 a day 
Space occupied by desk and chair, $1.74 

sq. ft. per ar 15 a day 
Postage on each letter, 24 at 2 cents each 4% 
TOTAL COST OF WRITING 24 LETTERS $6.7213 or 


$ .28005 ca 


THE REPORTER'S COSTS 


Applying this cost sheet to a court report 
ing business, we are entitled to use every 
element of charge set forth in the list except 
the postage for each four folios of transcript 
However, because the reporter's work is 


conducted along the line of emergency work, 
there must be an additional charge for nearly 
every transaction. 


For instance, in a large 
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Contest Material—280 Testimony ‘“Take’ 


Concluded from the December icewe) 
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The dictation in the contest ended with the word “headaches” (third line from the end of column one, above) —1407 words in five 


minutes. 








city you can't get a stenographer for $25 
a week who can do stenographic work of a 
very high order, and you can't write 24 pages 
with one sheet of carbon paper and produce 
the type of carbon copy that possesses the 
qualities necessary in the reporting business 
to meet the standards generally accepted 


in that work. In the matter of ribbons the 
same argument applies, and therefore the 
cost would be increased on that item. A 
court reporter's notebooks cost two or three 
times what is ordinarily charged for the 
stenographer’s notebooks. In order to main- 
tain a high standard of work it is necessary 
to replace the typewriting machine in a re- 
porter’s office at least twice as often as would 
be necessary in a commercial office, and this 
charge could be easily doubled. 

It would, be interesting to learn from Mr. 
Huiess where he can get a modern desk for 
$56. We would have to add the charge for 
rent for space occupied by the reporter and 
his desk. 

It has to be borne in mind, also, that the 


We have given 1538 words here, so that the matter can be practiced al higher speed if desired.| 


stenographer getting $25 a week gets a vaca 
tion with pay and is not docked for illness, 
except for long periods, perhaps. Further, 
in this list above set forth there is no allowance 
for investment in equipment. 


LOST TIME AND INTEREST ON 
CAPITAL 


If we may place the reporter in the execu- 
tive’s position, a further charge must be 
made for the reporter's vacation. While he 
is away on his vacation he is not earning 
money, and therefore he must earn his $3,000 
within 11 months or 11 months and two weeks, 
depending on the length of his vacation. 

Few people, year in and year out, are able 
to be at the office all during the year with 
the exception of their vacation period. I!) 
ness does overtake the majority of people 
occasionally and the reporter must charg: 
a sufficient sum to include possible illnes: 
and this is more truly an item of charge i: 
a professional business where the earnings 
are dependent upon the individual than in 
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a general business enterprise where someone 
else can take the executive's place during his 
absence. There are also forced vacations 
in the income of the reporter, brought about 
through holidays, elections, court vacations 
and general emergencies that arise, which 
must be considered in determining how and 
when the reporter shall earn his $3,000 a year. 

It is necessary, further, to include a charge 
for the capital required to conduct a report- 
ing business. During the war we became 
accustomed to the expression, “revolving 
fund,” and a reporter must have a revolving 
fund of $2,000 or more for the operation of his 
business if he would pay his bills promptly. 
If he does not pay his bills promptly it is 
difficult for him to obtain the services of com- 
petent and reliable reporters, and such serv- 
ices are necessary because of the peculiarities 
of the reporting business. 


ASSISTANT’S PAY 


Another element of charge comes about 
through the manner in which the reporter's 
work is carried on. A lawyer, for example, 
may have three or four cases ready to be tried 
and, if he becomes engaged in the trial of one 
case, that is a valid excuse for postponing the 
hearing of another of his cases which may 
be reached for trial at the same time. How- 
ever, the reporter may be idle on one day and 
a oe day have four or a dozen cases on 
trial. 


The mere fact that he may be engaged 
in the reporting of one case is no excuse for 
his not having a reporter present to report 
the other three or eleven cases which he may 


have to report. Therefore, it is possible that 
a reporter may have a thousand dollars’ worth 
of business one month and be able to earn 
only three or four hundred dollars from his 
own efforts. It seems obvious that this 
existing condition in the conduct of a report- 
ing business should be considered in arriving 
at the actual cost of a folio of transcript, 
since in the law business, as illustrated, his 
earnings would be $1,000, while in his own 
case they would be only three or four hundred 
dollars. 

It is necessary, further, to assume that 
$3,000 a year is not an adequate compensa- 
tion as a maximum for the training and skill 
involved in the making of a shorthand re- 
porter, and a corresponding increase in the 
expense of the production of a folio of tran- 
script would have to be made in relation to 
this particular item. 

k There are many other elements of charge 
properly to be considered, but perhaps these 
suggestions will be sufficient to stimulate some 
readers of this Department to prepare a 
formula by means of which the cost of a folio 
of transcript may be determined. Such a 
formula would have to include as factors the 
population of the city in which the reporter 
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is engaged, whether or not the reporter is 
an official or a general reporter, his exposure 
to accidents which may readily disqualify 
him for his practice, which would not be the 
case in many lines of business, and at least all 
the factors mentioned in this article. 


HOW DO YOU FIGURE? 


Will séme one interested in this problem 
give us further light? We are indebted to 
Mr. Huiess for his contribution on this sub- 


ject. 
oOo 


280 Testimony ‘‘Take”’ 
(Concluded from the December issue) 


—around the house because | could not sleep. 

How frequently did that happen? 

I do not know. I think every night for a while. 
Were you that way before the accident? 

No, I was not. 

How much did you weigh before the accident? | 
About one hundred and eleven. 

How much do you weigh now? 

About one hundred and one. 

How, if at all, did it affect your appetite? 

I was always taking medicine for my appetite. 
How, if at all, did it affect your sleeping? 

I had to take medicine for that, too. 

Are you speaking now of before or after the acci 
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t? 

A After | the accident. 

Q Did you have to take medicine before the accident 
for your appetite or for the purpose of sleeping? 

A No, I did not. 

Q Tell usa little more in detail how this nervousness af- 
fected you. 

A At every little noise or sound my hands went right 
up in the air and they never did that before. 

Q How frequently did this nervousness keep you 
awake? 

A |!About two or three times a week. 

Q When you went to bed at night did you fall asleep at 
once? 

A_ No, it took me about an hour to fall asleep. 

Q Then would you sleep all night? 

A No, at about two o'clock in the morning | would 
wake up again. 

Q Do you mean that you remained awake the rest of 
the night? 

A No, inabout |/* an hour I would fall asleep and wake 
up again. 

Q Were you being treated by a doctor at that time? 

A I was. 

Q What doctor? 

A Dr. Long. 

Q Was he the same doctor who treated you for your 
injuries? 

A The sathe doctor. 

Q He had been your family physician, had he not? 

A Yes, sir. 

Q Did you tell him about this nervous condition? 

A I| did. 

Q How long was it before these bruises that you have 
spoken about disappeared? 

A About two weeks 

Q Are you suffering from any nervousness at the pres 
ent time? 

A Well, Iam a whole lot better than I was at that time 
Your nervousness: is a lot better? 
Yes, sir. 
Does it bother you a‘ all at the present time? 
Sometimes it does. 
|How frequently? 
I wake up in the same way yet. 
How often does that happen? 
About twice a week, yet. 





THE GREGG WRITER FOR JANUARY 


Q When you wake up, how long wil! it be before you 
get to sleep again? 
A About an hour or so. 
Q Did you have any pain or suffering as a result of 
these injuries? 
A Yes, I did. 
Q And how long did that | last? 
A About a month, I guess. 
Q Tell the jury the nature of the pain and in what 
way it hurt you. 7 
A It pained me for about two weeks badly, and then it 
started to get better. 
Q Tell us about the pains in the head. Did you have 
those before the accident? 
No, I did not. 
How frequently have you had them since? 
Every !!* once in a while I get terrible headaches. 
What do you mean by every once in a while? Give 
us an idea how many times a week. 


About once a week. 
How long do they last? 
About a day. 
Then they clear up for another week? 
Then they get better. 
Is that the idea? 
Yes, sir. 
Where were you working at | the time of the accident? 
Thirteenth and Wood. 
What did you do? 
Folded envelopes. 
How much were you paid? 
I was on piece work. I made from cighteen to 
twenty dollars. 
Q From eighteen to twenty dollars a week? 
A Yes, sir. 
Q You say you were home from October Jist to De- 
cember 4th; that is right, is it? 
A Yes, sir. (1538 words) 
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The Business Man’s Yardstick 


Kibby, character analyst and industrial 
psychologist, here are the ten quali- 
fications which a business man requires in 
a stenographer: 
Neat attire. 
Modest dress and personality. 
Faithfulness to detail. 
Industry—willing to work. 
Desire to serve—willingness to please. 
Correct spelling and good English. 
Accuracy in taking and reading notes. 
Promptnese—on time al! the time. 
Concentration. 
Minimum of powder and rouge. 

Mr. Kibby gives instructions for rating 
yourself. Try it, according to his formula, 
and note the results. 

FIRST 
Be absolutely and fearlessly honest with yourself. You 
may fool others, but they who fool themselves will in the 


end fail utterly. 
SECOND 
Check up your analysis with those in whom you have 
confidence, who are serious and will not make light of your 
ratings, and most of all are known for having common 
sense and are helpfully frank. 
THIRD 
Rate 10 to 20, very poor; 20-30, poor; 30-40, moderately 
good; 40-50, good; 50-60, very good, 60-70, medium strong; 
70-75, strong; 75-80, very strong; 80-85, medium high; 
85-90, high; 90-95, very high. There is no 100 per cent; 
therefore we have omitted it, for as the farmer said: “There 
ain't no such thing.” 
FOURTH 
Add the items together and divide them by the number 
of items. (There are ten listed in this rating.) 
You should have a rating of at least 60. 


Here is Mr. Kibby’s rating of what he terms 
a “very fair stenographer”: 

“Her clothes were modest, but her loud 
voice and frivolous manner detracted from 
her personality. She disliked detail and was 
careless about that pa®t of her work. She 
accomplished, only what she had to and in 
spite of that she liked to be thought well of. 


\ CCORDING to Mr. William Judson 


Because of her lack of industry, she spent no 
time correcting her English and _ spelling. 
This affected her accuracy in taking and 
transcribing her notes. She never was on 
time and constantly thought of outside af- 
fairs. She was low on concentration. In 
spite of all these she used no rouge and very 
little powder. I would rate this young wom- 
an as follows: 
Neat attire. 70 
Modest personality ‘ 40 
Faithfulness to detail... ae 
Industry; willing to work 0 
Desire to serve; willingness to please 
Correct spelling; good English 40 
Accuracy—taking and transcribing notes 
Promptness; on time all the time 
Concentration 
Minimum of powder and rouge, in proportion 
as you use it make your ratings; much is 
Roem, ems 00 Nig ncecccemane SD 
“This adds to 450; now divide by 10 (as 
that is the number of qualifications tested 
on). This gives the girl a rating of 45—or 
only good.” 


(CopyrioM. 1023. Presse Pullishing Co.) 
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The Modern Secretary 
(Continued from page 178) 


business man does not have such a desk—is 
“Wanted—a Stenographer who can become 
Secretary.” 

The qualities above enumerated of thinking 
and reasoning, organizing work, the capacity 
for expression, handling interviews, and pro- 
ceeding with dignity rather than superiority, 
are a few of the essentials involved in success 
ful secretarial desk management, which ap- 
pear to a man who has been fortunate in 
frequently getting an alter ego for his desk 
work, 
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Short Stories in 


The Unfinished Story 





or 


No Brains 


Still in the Dark 


Used tolt 


} 





